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Introduction

The purpose of this document is to provide employees information needed to use webTA for fulfilling
Employee role job functions. It is not intended to provide you with information about basic procedures
such as logging in, searching for employees, or getting help. For basic information, see the guide
webTA Basics.

IMPORTANT! This document contains graphical representations (screen shots) of many of the
browser pages that you will see as you use webTA. These screen shots may not appear exactly like the
pages on your own screen; they may differ in some ways. However, they should be similar enough to
what you will see in webTA that they will help you work through the procedures and understand the
examples in this guide.

Using webTA, you can:

» Enter time and attendance data and set up default schedules

*  View a summary of your current pay period time and attendance information
*  Submit leave and premium pay requests to your supervisor

» View and modify your default schedule, if available

* View certified time card summaries

e Select accounts for your use, and name them for convenient identification

» Generate a report of your leave history.

»  Submit requests and tasks to your timekeeper

All employee functions are accessed from the Employee Main Menu page, which opens after you
log in.
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Entering and editing time and attendance data

There are two types of time entry:

» Positive entry
*  Exception-based entry

In positive entry, you enter all the transaction and time data yourself. (Most organizations use this type
of time entry.)

In webTA configurations where employees have default schedules, work and leave time boxes are
automatically populated on the T&A Data page. Changing or adding to these times to reflect actual
work or leave time is called exception-based entry. For more information about default schedules, see
“About default schedules” on page 4.

T&A Data page is used to enter time and attendance transactions.Open the page by clicking
T&A Data on the Employee Main Menu page.

Here is an example of a T&A Data page:
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All T&A Data pages have Work Time and Leave and Other Time sections. Also, depending on how
your timekeeper uses webTA, the page may also have pre-populated default transactions and times and

a Dollar Transactions section.

» Each section contains a description of the transaction type and account information.
» The two time entry sections have daily time entry boxes for each week in a pay period.

» The Dollar Transactions section has dollar amount boxes for entering the total dollar amounts for
each week in the pay period. Daily totals appear below the time entry and Dollar Amount boxes.
Totals for the week and for the pay period appear at the right side of the rows.

» The Remarks box is available for adding a comment to the time card.

Daily time entry boxes
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Remarks box
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About default schedules

Default schedules are sometimes set up by timekeepers for employees whose time cards change little
from pay period to pay period. If you have default schedules enabled, your time card will be pre-
populated with transactions and work hours so that you can avoid having to re-enter all of your time

data each pay period.

An employee can also set up default schedule transaction if the timekeeper has chosen a default
schedule option on the employee’s T&A Profile page.

webTA provides two types of default schedule processing.

* Inrestore from default processing, your default schedule is retained from pay period to pay
period, but all transactions and work time for the current pay period can be deleted, edited, or

added.

* Inexception processing, transactions and daily hours in the default schedule are automatically
included on your time card. If you add additional transactions and enter hours for those new
transactions, webTA automatically recalculates the hours for the default transaction; you do
not have to correct default transactions manually.

For example, if one day associated with a default transaction is designated as having 8 hours,
but you charge 4 hours to a transaction that you created, webTA automatically changes the 8
hours of the default transaction to 4 hours, maintaining the full 8-hour total for that day.

To add a standard (nhon-default) work time transaction:

1.
Main Menu page.

The T&A Data page opens.

A webTA: T&A Data: co

If you have not already done so, open the T&A Data page by clicking T&A Data on the Employee

m._threeis. webta P330slineD ataTAPay - Miciosoft Internet Explorer
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Help _Logout =
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(== Leave an d Other Time Total £:00 1 8:00 | 7:00 | 8:00 | 8:00 | [39:00] 8:00 | 8:00 | 18:00 [24:00[63:00
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[Transaction;Account Description| Wk1 | Wk2 |
(Ne Dollar Transactions)
=3 Total
Update || SaveRetum || Validate | Cancel |
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The Work Time section of the T&A Data page contains your time and attendance work time
transactions.

NOTE: This section may already contain default transactions and times that have been set up by
your webTA Administrator.

2. Click New in the Work Time section.
The New Work Time Activity page opens.

of =101x|
e Edk ew Favortes Jooks e =
=l
Help Logout
New Work Time Activity
|01 - Regular Base Pay =l
it |SelecrAnAccoun1 j
Save | Cancel
£4KRONOS
=

3. Select the transaction type from the Transaction Code list, if necessary, type in the prefix and suf-
fix, and select an account from the Account drop-down list.

4. Click Save.

The system returns you to the T&A Data page. The work time transaction you added appears in the
Work Time section.

To enter work hours:

1. If you have not already done so, open the T&A Data page by clicking T&A Data on the Employee
Main Menu page.

2. Type in your time under the appropriate date in the appropriate Work Time or Leave and Other
Time section.

Enter daily time in hours and minutes in 15-minute increments by typing the number of hours, a
colon, and the number of minutes (HH:MM). Or you may enter the hours, a period, and a decimal
fraction.

Time entered in these ways is converted to hours and minutes, rounding to the nearest 15 minute
increment when updated or saved. For example, entering 3.5 converts to 3:30 hours, and 7:7
converts to 7.00.

3. If you want to continue working on the T&A Data page, click Update.
Update saves your work, but the T&A Data page remains open.
-0OR -

If you are finished adding transactions, but are not ready to validate the time card yet, click
Save/Return.

webTA 3.8 USDA Employee’s Guide 5 ©2009 Kronos Incorporated



webTA saves your work and returns you to the Employee Main Menu page.
-0OR -

If you are finished adding transactions, and are ready to validate the time card click
Validate.

The Validation Summary page opens.

g webTA: Vabidation Surmary: com theeeis webta P31 1valErrars - Microsoft Internet Explores =101 =]
Eie Edt  few Fpeorkes  Jooks  Heb -
- |
Help Logout
[User1blname  |PayPeriod|Error Message
4 ERROR: [4001] - Base hours recorded can not be less than duty
AMKL . T Armink 1 hours. BASE hours: 16:00 , Duty hours: 80 .
AMINI T Amini a5 WARNING: [7001] = There i= a payroll transaction for other paid
absence with no comesponding approved leave request.
Retun I
£4KRONOS
X

For information about time card validation, see “Validating and affirming your time card” on
page 7.

To add a Leave and Other Time transaction:

1. Ifyou have not already done so, open the T&A Data page by clicking T&A Data on the Employee
Main Menu page.

The Leave and Other Time section of the T&A Data Entry page contains employee leave time,
holiday time, and similar time transactions.

2. Click New in the Leave and Other Time section.

The New Leave and Other Time Activity page opens.

} webTA: New Work Time Activity: com threeis.webta.P3301 slineNew - Microsoft Inbernet Es =] ]
| Ele ok yew Favortes Tods Hep it
=

Help Logout

New Leave and Other Time Activity

Transaction Code |E AL ol ] |
T
EICE
|Sel9c1 An Account

S;MI Cancel |

E
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3. Select the transaction type from the Transaction Code list, type in the prefix and suffix, if neces-
sary, then select the account from the Account list.
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Click Save.

The system returns you to the T&A Data page. The leave and other time transaction you added
appears in the Leave and Other Time section.

To modify a transaction:

1.

If you have not already done so, open the T&A Data page by clicking T&A Data on the Employee
Main Menu page.

Click Edit next to the transaction you want to modify.

The edit page for the type of activity you want to modify opens.
Modify the activity data as needed.

Click Save

webTA returns to the T&A Data page.

When you are finished working with transactions, click Save/Return.

webTA returns you to the Employee Main Menu page.

To delete a transaction:

1.

If you have not already done so, open the T&A Data page by clicking T&A Data on the Employee
Main Menu page.

Click Del next to the transaction you want to remove.

webTA removes the transaction.

Validating and affirming your time card

When you are finished entering your time, the data validation process must be initiated by you or your
timekeeper. By validating the data, you are attesting to the accuracy of your time card. Your
Supervisor cannot certify your time card until it has been validated.

To validate your time card:

1.

If you have not already done so, open your T&A Data page by clicking T&A Data on the
Employee Main menu.

After entering or modifying your time card data, click Validate.
webTA checks your time and attendance data against federal pay rules and regulations.
If webTA detects problems with your data, the Validation Summary page opens.
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» If there are errors, webTA lists them on the Validation Summary page, but does not validate
the time card.

IMPORTANT! webTA can not validate your time card until errors are fixed.
» If only warning messages are generated, webTA lists the warnings, but validates the time card.
» If there are no error messages, webTA tells you that the data was validated successfully and
returns you to the time card summary page.
NOTE: For detailed information about errors and warnings, see “About validation errors and
warnings” on page 8
3. If your time card was not validated because of errors, correct the errors and click VValidate again.
4. When you are ready to submit your validated time card, click Affirm.
webTA submits your time card for certification and returns you to the Employee Main Menu page.
-0OR -
If you are not ready to submit your validated time card, click Cancel.
webTA returns to your T&A Data page.

About validation errors and warnings

Errors are triggered when there is a clear time card validation failure, based on the validation rules. An
error is indicated by the word “ERROR” in red, and includes a description of the problem that is
preventing your time card from being validated.

Warnings are triggered when the system suspects that there may be a problem, but there is not enough
information to be sure. Warnings are indicated by the word WARNING, along with a description of
the possible conflict.

»  Warnings will not prevent you from validating the time card, but should be reported to your
Supervisor to be resolved at a future date.

»  Errors must be corrected before your Supervisor can certify the data. Warnings may or may not
need to be corrected.
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About the T&A Summary page

The T&A Summary page is a read-only view of your current time card record. Open it by clicking

T&A Summary on the Employee Ma

in Menu page.

webTA: T&A Data Summary: com.threeis.webta.P350dataTASum

fle Edt Wew Go Bookmarks Tools  Help

=10jx|

Help Logout
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8i8 8.8 8. 40| s 88 8:8: |40 80

Leave and Other Time

(Mo Lesve 3nd Other Time transactions)

Daily Total |

oieloieie] 40| isjeisisial |40]e0
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[T&A Profile Leave DataFwd Accr Avail:Used Bal
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Account Data Code [Manual Entry
Service Computation Date|Sep 04 2006
Annual Leave Category |4 hripp
Status History
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Gcr06 2006 12126 PM|Malidation Reset By Edi

Adminiztrator, The (ADMIN)

©ct 02 2006 11156 AM|Employee Attested

or, The (ADMIN)

or, The (ADMIN)

©Oct 02 2006 11:56 AMEmployes Validsted
Sep 04 2006 10:02 AM[Pay period set.

Administrator, The (ADMIN)

Pay period changed fram 01 to 17,

Sep 04 2006 09:42 AM|New Record Craated

SVSTEM

Return

£4KRONOS

Done

webka kronos.com ()

NOTE: If your time card has already been validated and affirmed, only the Return button appears at

the bottom of the page.

The T&A Summary page is also used by the Supervisor to certify the time card.

The top of the page contains an overview of employee profile information: name, pay period, status,

and so on.

These sections appear below the employee profile information:

webTA 3.8 USDA Employee’s Guide

Work Time provides information about time worked, in two week increments.
Leave and Other Time provides information about leave and other time taken.
Leave Requests shows any leave requests you’ve submitted.

Premium Pay Requests shows any requests for premium pay that you’ve submitted.
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» Leave and Premium Pay Requests lists all approved Leave and Premium pay requests for the
pay period.

* T&A Profile contains a read-only copy of the T&A Profile for the current pay period.

» Leave Data contains your leave balances for the current pay period. Any non-zero leave balances
are displayed in this section.

» Leave Year Projection shows your annual and sick leave projections as of the current pay period.
The section also contains your used or lost leave as of the current pay period.

o Status History contains an audit log of all actions taken against your current time card.

If you have not already confirmed your time card for the current pay period, you will also see the
Affirm button and the Affirmed By and Affirmation Date lines below the Status History section.

About Leave/Prem Requests & Donations

The Leave/Prem Requests & Donations page provides options for leave requests, premium pay
requests, and leave donations, and is similar to the form OPM-71, Request for Leave or Approved
Absence.

Open this page by clicking Leave/Prem Pay on the Employee Main Menu page.

m.threeis.webta.P351leavePremBe o =l 1]
Fle Edit Wew Go Bookmarks Tools  Help

Help Logout

Leave/Prem Request & Donations

[ECEH| Leave Requests
[RCuNcr@| Premium Pay Requests

Return

£4KRONOS

| bane webta.kronos.com

The Leave and Premium Pay Request page lets you:

» Enter leave requests

* Review leave requests

» Enter premium pay requests
*  View premium pay requests

» Approve leave and premium pay requests for which you have been designated as an
intermediate approver

e Submit leave donations

IMPORTANT! Approved and denied leave requests for dates in pay periods before the current period
appear in the leave request history pages. However, a pending request will still appear as a current
leave request until it is approved or denied, even though the request was made for a date occurring
before current pay period.
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To review current leave requests:

1. If you have not already done so, open the Leave/Prem Request and Donations page by clicking
Leave/Prem Pay on the Employee Main Menu page.

2. Click Leave.

The Current Leave Requests page opens showing all leave requests you have submitted that have
not yet expired, along with their current status.

webTA: Current Leave Requests: com threeis.webta P3s2leaveR equest -1ol x|
Fle Edt Vew Go Bookmaks Took Hep

Help Logout

Current Leave Requests

7 Oct 03 2006 Oct 04 2006 .
Edit Diel jpenqu Compensatory Time Off (2006-20) | (2006-20) 16:00

= = = Oct 18 2006 Oct 20 2006
& H
Edit | Del |Pending Sick Leave (2006-21) | (2008-21) 16:00

New Request I Wiew History [ Calendar View I Retum I

3. If you want to view current leave requests in calendar form, click Calendar View.

A calendar opens containing current leave request by date.

webTA: Leave Request Calendar View: com.threeis.webta.P353leaveCal¥iew 3 i ] S}
Fle Edt Wew Go Bookmarks Tools Hslp

Help Logout

Leave Request Calendar View

The calendar below shows only approved and pending leave requests, not leave that is actually taken.
= October 2006 =

Sun Mon Tue Wed Thr Fri Sat

i 2 2 4 i} [ 7

P ADMIN - 800 © P: ADMIN - 300

a8 9 10 11 12 13 14

15 16 17 18 19 20 21

FoADMIN- 800 P ADMIN- 400 © P: ADMIN - 4200

22 23 24 25 26 27 28

29 30 31

A: Approved time, P: Pending time

Return

Z4KRONOS

| Dane webka kronos.com

In this view A: indicates approved requests, and P: indicates pending requests.
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To submit a new request:

1. If you have not already done so, open the Leave/Prem Request and Donations page by clicking
Leave/Prem Pay on the Employee Main Menu page.

2. Onthe Leave/Prem Request and Donations page, click Leave.

The Current Leave Requests page opens.

webTA: Current Leave Requests: com.threeis.webtaPis2leaveRequest N -1ol x|

Fle Edt Vew Go Bookmaks Took Hep

Help Logout

Current Leave Requests
| [status*Request Typel*] [From DatelAllTo Datel*] [rotal Hrsl* ]

7 Oct 03 2006 Oct 04 2006 .
Edit Diel jPendmg Compensatory Time Off (2006-20) | (2006-20) 16:00

= = = Oct 18 2006 Oct 20 2006
ck H
Edit | Del |Pending Sick Leave (2006-21) | (2008-21) 16:00

New Request I Wiew History [ Calendar View I Retum I

3. Click New Request.

The Edit/View Leave Request page opens. Notice that this is a scrolling window. More leave
options are farther down on the page. Here is the top of the page:

webTa: Edit/View Leave Request: com.threeis.webta.P355leaveReqEdit i i [=]

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Edit/View Leave Request

Request by: Te Amini (AMINI)

Request Information

Leave Type Select Type =
Transaction Type |EEE=RIETE N4

o October 2006 =
Sun Mon Tue Wed Thr Fri Sat
1 Hri 2 Hr: 3 Hr: 4 Hr: 5 Hr: B Hr: 7 Hr:
Fri} i Fm Fri HoFn Fri} Fri Fri
' S To To To To: Tos To
Hr: Hr: Hr: Hr: Hr: Hr: Hr:
] g "0 el "1z gz g :
Fr: Fri Fr: Fri Fr: Fr: Fr:
To: i Ton To: Tor To: Tot Tot oo
Hr: Hr: Hr: Hr: Hr: Hr: Hi
15 fiefig oMz jag Mg Lizo et o g
Fri i P Eni P i e Fri
To: To Tot To Toi Tot To:
Hr: Hr: Hr: Hr: Hr: Hr: Hi
2 Yiz3 Mg tizg oot g g ot og i
Fr:| HoEn Fri| I Fr:| Fr Fr:
To: To Tot To To: Tor To:
Hr: Hr: Hi
29 30 oo Mhla ’
Fri| I Fr:
Tot i, To Tor
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4. Select the type of leave you want from the Leave Type list.

5. If your leave request is in a month other than the current one, click the forward and back arrows at
the top of the calendar to navigate to the month.

Calendar navigation controls

N October 2006 i

Sun Mon Tue : Wed Thr Fri Sat

webTA: Edit/View Leave Request: com.threeis.webta.P355leaveReqEdil i i ] 3}

Eile Edit View Go EBookmarks Tools  Help

Help Logout

Edit/View Leave Request

Request by: Te Amini (AMINI)

Request Information

Leave Type Select Type -
Transaction Type |EEEEREEUEEETINES

<= October 2006 November z006 -
Sun Mon Tue Wed Thr Fri Sat Sun Mon Tue Wed Thr Fri Sat
1 Hi 2 Hi g Hi 4 Hi 5 Hr 5 Hr . Hi 1 Hi 2 Hi 3 Hi 4 Hi
Fi Fi Fi Fi Fi Fri Fr Fi Fi Fi Fi
To To To To To Tor To To To To To

F F F F F F F Fri Fi Fi Fi F Fi Fi
To To To To To To To Tat To Ts Te To To Ts ||
Hi Hi Hi Hi Hi Hi Hi H H H H H H H
15 16 7 18 19 20 2 =12 13 14 15 16 17 18
F F F F F F F Fri Fi Fi Fi Fi Fi Fi
To To To To To To To Tat To Te Te Ts Te Te

F F Fi F F F Fi Fri Fri F F F F F
To To To To To To To Ta Tat Te To Ta Te Te
Hi Hi Hi Hr H H H H
29 30 k]l % 2 28 2 0
F F F F Fri F F F
To To To To Tat Te To To
TS

Each date on the calendar contains three time entry boxes:

Wed
He: 4 Hr:——; Hr
: ” Time entry boxes
i h [Fr
n To L:H
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6. In the first box, type in the number of hours of leave that you want to take for that date.

7. If you want to enter the starting and ending times for leave on that date, in the second box, Fr, type
the leave start time. In the third box, To, type the end time.

Example:

Hr:
30 g:00 == —— Leave hours to be taken
Fr: 8:00 ] .
Start and end times
To: iS00

8. If you selected any leave type other than Sick Leave in the Leave Type drop-down list, go to
Step 10.

-0OR -

If are requesting sick leave or leave covered by the Family and Medical Leave Act, scroll down the
page so that you can see the Sick Leave or Family and Medical Leave Act sections.

Sick Leave
If you are requesting sick leave, you must indicate the reason.

Please specify:

 lliness/injury/incapacitation of requesting employee

© Medical/dental/optical examination of requesting employee

" Care of family member, including medical/dental/optical examination of family member,
or bereavement

© Care of family member with a serious health condition

© Other (Provide the reason in Remarks)

& None

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical Leave Act of
1993 (FMLA), indicate what it will be used for.

Please specify:

" girth/adoption/Foster Care

© Serious Health Condition of Spouse, Child, or Parent
" Serious Health Condition of Self

& Nonae

Contact your supervisor and/or your personnel office to obtain additional information about your
entitlements and responsibilities under the FMLA, Medical certification of a serious health condition
may be required by your agency.

Remarks

(200 chars max)

Save | Cancel i

£4KRONOS

9. Click to select the appropriate Medical Leave or Family Medical Leave Act options.

10. If you selected an option in the Sick Leave section, type the reason for the request in the Remarks
box.

IMPORTANT! You must provide a reason for a sick leave request.

11. If you are requesting leave for any leave type other than sick leave, and you want to add a remark
to your request, type the remark in the Remarks box.
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12. When you are finished entering your information, click Save.

webTA returns you to your Current Leave Requests page. The new leave request appears as
pending in the list of leave requests.

To view or change a leave request.

1.

If you have not already done so, open the Leave/Prem Request and Donations page by clicking
Leave/Prem Pay on the Employee Main Menu page.

Click Leave.

The Current Leave Requests page opens.

webTA: Current Leave Requests: com threeis.webta P3szleaveiequest i =101 %]

Ble Edt Vew Go Qookmuds Tooks Hep

Help Logout

Current Leave Requests
[ [statusl* lRequest Typel*]

= Oct 03 2006 Oct 04 2006
Edit | Del |Pending Compensatory Time Off (2006-20) | (2006-20) 16:00

Oct 18 2006 Oct 20 2006 2
Edit | Del |Pending Sick Leave (2006-21) | (2006-21) 16:00

Mew Request | View History | Calendar View I Ratum |

£ 4KRONOS

| Done webtabronos.com ]

Status designations are:

* Pending (A new leave request that has neither been approved nor denied)

* Approved

* Denied
IMPORTANT! You cannot modify leave requests that have been approved or denied, but you can
modify pending request.

If you need to modify and approved or denied request, your supervisor must first revert the request
pending.

If you want to delete a leave request, click Delete next to the request you want to delete.
webTA removes the leave request from the list.

-0OR -

If you want to change a leave request, click Edit next to the request you want to change.
The Edit/View Leave Requests page opens for the leave request you selected.

Change the information for the request as needed, then click Save.

webTA saves your changes and returns to the Current Leave Requests page.
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To review your leave request history:

1. If you have not already done so, open the Leave/Prem Request and Donations page by clicking
Leave/Prem Pay on the Employee Main Menu page.
2. Click Leave.

The Current Leave Requests page opens showing a list of pending and approved leave requests.

webTA: Current Leave Requests: com.threeis.webta Pis2leaveR equest =10f x|
Fle Edt Yiew Go Bookmarks Teok Hebp
Help Logout
Current Leave Requests
| [status*Request Typel*] [From DatelAllTo Datel*] [rotal Hrsl* ]
Edit ﬂipenqu Compensatory Time Off 0;;022_220025 oétog;_zz%ojé 16:00
Edit ﬂ]r’endinq Sick Leave O(C,Ztoég_zzﬂli:;ﬁ o(cztogg_gciu)é 16:00
New Request I Wiew History | Calendar View I Retum I
£4KRONOS
- —
3. Click View History.
The Leave Request History page opens listing past leave information.
Il

Be £k Yew G0 fooimuds otk beb

Help Logout

Leave Request History

* Approved Annual Leave Oct 13 2006 Oct 13 2006 2006-20 2006-20 8:00
(ol Rejected Compensatory Time Off Nov 14 2006 Nov 14 2006 2006-23 2006-23 B8:00

View | Retum I

E4KRONOS

The Leave Request History page shows leave requests that have been approved or denied, but not
those that are pending.

4. If you want to view a detailed version of a leave request, click to select the request, then click
View.

About the calendar view

By clicking Calendar View on the Current Leave Requests page, you can see, in calendar form, leave
or premium pay requests that are either pending or approved.

Each date on the calendar shows the status, your user ID, and the total time approved or pending for
that date.
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webTA: Leave Request Calendar View: com.threeis.webta,P353leaveCalView I o [ 5

File Edt Yiew Go Bookmarks Tools Help

Help Logout

Leave Request Calendar View

The calendar below shows only approved and pending leave requests, not leave that is actually taken.

< October 2006 ->
Sun Mon Tue Wed Thr Fri Sat
1 2 3 4 5, i} 7
P2 ADMIN - 2:00 P: ADMIN - 8:00
=] a 1n 11 12 1z 14
Columbus Dzy
15 1 17 ia 19 20 21
PADMIN- G:00 | PADMIN- 400 | P ADMIN - 400
22 22 24 25 26 27 28
29 20 31

A Approved time, P: Pending time

Return

£4KRONOS

Done webta.lronos.com =

A: denotes an approved request. P: denotes a pending request.

NOTE: Clicking a leave request in the calendar takes you to the Edit/View Leave Requests page
for the month, where you can view details of your leave requests, edit leave requests, and add new
requests.

About premium pay requests

Current Premium Pay requests consist of all premium pay requests that are pending, regardless of your
current pay period. It also includes all the premium pay requests, regardless of their status, that are in
your current and future pay periods.

To view your current premium pay requests:

1. Click Leave/Prem Pay on the Employee Main Menu page.

The Leave/Prem Request & Donations page opens.
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webTA: Leave/Prem Request & Donations: com.threeis.webta.P351lea; q I [}
Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Leave/Prem Request & Donations
e |
_Prem. Pay |
_Donatin |

Return

£4KRONOS

| Dane

| webta kronos.com 5

2. Click Prem. Pay on the Leave/Prem Request & Donations page.

The Current Premium Pay Requests page opens showing all premium pay requests.

webTA: Current Premium Pay Requests: com.threels.webta PaSZpremPayRequest

=10l x|
Bl Edt Wew Go Boskmaks Took ek

Help Logout

Current Premium Pay Requests

| Istatusl‘lRequest Typel* llFrom DatelAllTo Datel*] [Total Hrs!* ]

" Oct 04 2006 Oct 04 2006 "
Edit | Del |9endmg Holiday Worked (2006-20) | (2006-20) 4:00

5 Oct 12 2006 Oct 12 2006

0 ;
Edit | Del IDendung Ovartime (2006-20) | (2006-20) 3:00
Edit | Del |Pending Overtime Qefile SOUG OGS RNy

(2006-20) | (2006-20) =00

New Requast I View History | Calendar View I Relum |

£ 4KRONOS

| ekt bronos.com -

To make a new premium pay request:

1. Click Leave/Prem Pay on the Employee Main Menu page.

The Leave/Prem Request & Donations page opens.

webTA: Leave/Prem Request & Donations: com.threeis.webta.P351leaveP T I [}
Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Leave/Prem Request & Donations
e |
_Prem. Pay |

Return

£4KRONOS
Done webta kronos.com ()
2. Click Prem. Pay.
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The Current Premium Pay Requests page opens showing all current requests.

webTA: Current Premium Pay Requests: com.threels.webta P35ZpremPayRequest
Bl Edt Wew Go Bookmarks Took  Heb

=101.x]

Help Logout

Current Premium Pay Requests

statusl ' Reg ] I[ra Datel*] [rotal Hrsl*]

. Oct 04 2006 Oct 04 2006 .
Edit | _Del Iﬂendlng Holiday Worked (2006-20) | (2006-20) 4:00

5 Oct 12 2006 Oct 12 2006 :
Edit f Del IDendung Overtime (2006-20) | (2006-20) 3:00
Edit Dial |ﬂendmg Overtime Qcta2 2006 Oct-12 2000 3:00

(2006-20) | (2006-20)

New Requast I View History | Calendar View I Relum |

£ 4KRONOS

| Dene | wabka bronos.com 8 2

3. Click New Request.
The Edit/View Premium Pay Request page opens.

webTA: Edit/¥iew Premium Pay Request: com.thresis.webta.P355premPayReqEdit __ 1N o [=] [}

Fle Edt Wew Go Boolmarks Took  Help

Help Logout

Edit/View Premium Pay Request

Request by: Te Amini (AMINI)

Request Information

Premium Pay Type |EEE=g§%E -
Transaction Type Select Transaction ¥

= October 2006 =
Sun Mon Tue wed Thr Fri Sat
1 Hi 2 Hi 3 Hr 4 Hr: 5 Hi 5 Hi 7 H
Fr: Fr Fr. Fr. Fr: Fr Fr.
T To: Tot T Gl
g Hr: g als 10 He: 1 Hr: 12 Hr: 13 Hr: 14 Hes
Fr Fi Fi Fri Fr Fi Fi
Teo: Tos To Ta: Teo: Tos o
gt By ety e e B o G o
Fr. Fr Fr Fr. Fr. Fr Fr.
T T T To: T T Te
H H Hi Hi H H Hi
prs i e e T R e
Fi P F Fri F F F
To: To o Ta: Tao: To To
P o i T
L2 W | A | I
T Tor Toi !
Remarks

(200 chars max)

Save Cancel

£4KRONOS =
4

| bane | webta kronos.com (=

4. Select the type of premium pay request from the Premium Pay Type list.

NOTE: Only one type of premium pay request can be submitted at a time.

webTA 3.8 USDA Employee’s Guide 19 ©2009 Kronos Incorporated



5. If your pay request is in a month other than the current one, click the forward and back arrows at
the top of the calendar to navigate to the month.

Calendar navigation controls

<= October 2006 5

If you navigate to a month other than the current one, the page shows two successive months.

webTA: Edit/¥iew Premium Pay Request: com.threeis.webta.P355ptemPayReqEdit i o] x|

Fle Edit View Go Bookmarks Tools Help

Help Logout

Edit/View Premium Pay Request

Request by: Te Amini (AMINI)

Request Information

Premium Pay Type |EEEEREE -
Transaction Type Select Transaction

T October 2006 November 2006 =
Sun Mon Tue Wwed Thr Fri Sat Sun Mon Tue wed Thr Fri Sat
1 Hr: 2 Hr: 3 Hr: 4 Hr: 5 Hr: B Hr: 7 Hr: 1 Hr: 2 Hr: 3 Hr: 4 Hr:
Fri FK Fri Fri Fri FK Fri Fril Fri e Fri}
To To To To To Tor To: Z To: Tor |

Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr:
8 g R I b e B A B | | "8 7 "8 "9 R
Fr: Fr: Fri Fr: Fr: Fr: Fri Fr: Fr: Fr: Fri Fr: Fr: Fr:

Tor Tot Tot Tot Tor Tot Tot Tot To: To: Tot 4 To To: To:

Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr:
sty i e gl s Bl s IO e S g el | et | e B e S s ke e e gy gyl
Fri Fr: Fr: Fri Fri Fr: Fr: Fr: Fr: Fr: Fr:| i i Fr:

To To Tos Tot To To Tos To: To: Toti . Toi, To: To: Tor

Hr: Hr: Hr: Hr: Hrt Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hi
B e e b e e | PR st |y e b T | - Rt ol i Pt b B o Rt Y (i b Tt
Fri Fri Fri Fri Fri FH Fri Fr: 3 Fr: Fr: _. Fr: i Fr: Fr: Fr: _.

Tot Tot To Tot Tot Tot To To: To: To: Tao: To: To: To:

Hr: Hr: Hr: Hr: Hr: Hr: Hr: Hi
Dm0 BT g I p e ] S e e
Fri il Fr: Fr: Fr: Fri P Fr:

Toi To To Tor To: Tor GTori §Tort
Remarks

(200 chars mag)

Save Cancel

£4KRONOS

| Dane: webta kronos,com |

Each date on the calendar contains three time entry boxes:
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Wed
Hr: Hr=

Hr

& Fr: t=——— Time entry boxes
" To: [To:

6. In the first box, type in the number of hours of leave that you want to take for that date.

7. If you want to enter start and end times for the premium pay request (for example, if you only want
leave for part of a day) type in the start time in the Fr box, then type the end time in the To box.

Example:
Hr:
30 00 - Number of hours requested
Fr: 3200
Start and end times
Ta: 500

NOTE: If you type in a start time, you should also enter an end time.
8. If you want to add remarks to the premium pay request, type them in the Remarks box.

Remarks are visible to the person approving the request.
9. When you are ready to submit the premium pay request, click Save.

webTA checks the form and tells you of any errors.
10. If webTA indicates that there are errors, fix the errors, then click Save.

You must correct the errors before the request can be submitted.

To modify a premium pay request:

1. Click Leave/Prem Pay on the Employee Main Menu page.

The Leave/Prem Request & Donations page opens.

webTA: Leave/Prem Request & Donations: com.threeis.webta.P351 emReql P =] S}

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Leave/Prem Request & Donations

[EEEM] L eave Requests
[HEUNaI@| Premium Pay Requests

Return

£4KRONOS

webta kronos.com

Done
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2. Click Prem. Pay on the Leave/Prem Request & Donations page.

The Current Premium Pay Requests page opens showing all premium pay requests.

webTA: Current Premium Pay Requests: com.threels.webta P35ZpremPayRequest
Bl Edt Wew Go Bookmarks Took  Heb

=101.x]

Help Logout

Current Premium Pay Requests

I+ llRequest Typel* lJFrom DatelAllTo Datel*] [Total Hrs!* ]

? Oct 04 2006 Oct 04 2006 n
Edit | _Del Iﬂendlng Holiday Worked (2006-20) | (2006-20) 4:00

5 Oct 12 2006 Oct 12 2006 :
Edit f Del IDendung Overtime (2006-20) | (2006-20) 3:00
Edit Dial |ﬂendmg Overtime Qcta2 2006 Oct-12 2000 3:00

(2006-20) | (2006-20)

New Requast I View History | Calendar View I Relum |

£ 4KRONOS

| Dene | wabka bronos.com 8 2

3. Click Edit next to the premium pay request you want to modify.

The Edit/View Premium Pay Request page opens showing the request you selected to edit.

webTA 3.8 USDA Employee’s Guide 22 ©2009 Kronos Incorporated



ghllp:_.-',."natcusius.kmnos.com:slﬂg - webTA: Edit/View Premium Pay Request: com.thresis

|| Ble Edt Wew Favortes Took Heb

Help

Logout

Edit/View Premium Pay Request

Request by: TESE

Request Information

Premium Pay Type

ICompensatory Time Eamed 'I

Transaction Type IComp Time Eamed =l
Jan 27 2009 6:57 PM
8:00 hours
<- January 2009 >
Sun  Mon ¢ Tue @ Wed '@ Thu ! Fri @ Sat
5 r e '3
* Hr H He
. Fr Fri | Fn
: ! To ! To 1 Te
H “Hew
i Slescelm oo
5 ' B 8 9 10
Hii Hr | M M T Hi | Hn
Fr i Fr ¢ Fn Fr: Pk Fr: : Fr
To: To ! Tet To: To | Tat {Tos
............................................................................ {
1 2113 4 15116 17
Hr Hr Hr  Hn Hr Hr Hn
Fr Fr i Fn " L Fe Fri Fri
Tot To I DT To ! Tai P To
Hri Hr : Hrt i Hn i Hr \ Hr i Hn
F Fr . Fr Fr: i Fn Fr
Tor To P Tw DT To Tot i Tor
‘Birthday . Inaugur ation .
of Martin ' Day :
‘Luther ‘ :
oo RN, ...
b % o -
Hr Hr Hr i Hn H '
Fr: Fr i Fn 1 Fn Fr : Fn i Fn
Tot To ! T e T Tat T
Remarks
(200 chars max)
=

Save | Cancel I

| Selected premium pay
request

£4KRONOS

=

4.
the top of the calendar to navigate to the month.

Calendar navigation controls

If your pay request is in a month other than the current one, click the forward and back arrows at

<= October 2006 -
Sun Mon Tue @ Wed Thr Fri Sat
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If you navigate to a month other than the current one, the page shows two successive months.

3 http:/ /narcissus kronos.comeBEIS - webTA: Edit/ View Premium Pay Request: com.threeis.webta P35S - Microsoft Internet E Er =10 |
Ble Edt Yew Fyortes Took  Hebp | I
-
Help Logout
Edit/View Premium Pay Request
Request by: TESE
Request Information
LT T BRI | Compenzatory Time Eamed vI
Transaction Type [Comp Tirng Eamed j
Submitted Date Jan 27 2009 6:57 PM
P January 2009 I February 2009 -
Sun : Mon @ Tue @ Wed: Thu @ Fri @ Sat Sun : Mon  Tue ' Wed : Thu @ Fri @ Sat
3 : 3 2l 12 13 1 12 | e HE-1 1B 7
3 et Hi ! Hr 4]y : Hr ! He ! He ! Hr He
e F L F F
i T : :
T T T ™ H T T T T T
Hew . T T
:;:.! 8 ‘Ig L0 NAL 12 . 13 LM
T FT P Pt P T -y § ) )
4 R | i H H Hn ! H Te ! i
H + Rl T Ta AT T T
i 2 e 15 16 7 18 19 2 2
- v i = = - . i - : 4 i i b [
nooi2 i1 Wooi1s . t1e a7 P : = —
t _ ‘Washington's | ¢ T T Tet
P {Birtheay :
! : : 2 n FI % 27 -
Mrd M} H He H H
1 F Fri
H T T Te:
"
T T
Remarks
{200 chars max)
L]
E
Sml Canesll
S4KRONOS
=

5. Modify the request by selecting from the Premium Pay Type and Transaction Type lists, then
adding or changing the times requested for premium pay.

NOTE: Premium Pay Type and Transaction Type selections apply to changes and additions you
make on this page. For example, if you add 30 minutes to an existing 4-hour Overtime premium
pay request, but select Compensatory Time Earned as the premium pay type when you make the
change, the 4.5 hours for the edited request will be saved as Compensatory Time Earned.

6. Click Save.

webTA returns you to the Current Premium Pay Requests page, which shows the changes you
made.

To delete a premium pay request:

1. Click Leave/Prem Pay on the Employee Main Menu page.
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The Leave/Prem Request & Donations page opens.

o]

webTA: Leave/Prem Request & Donations: con.threeis.webta.P3511eavs

Fle Edit View Go Bookmarks Tools Help

Help Legout

Leave/Prem Request & Donations

[EE:M| Leave Requests
HEUNEETEI Premium Pay Requests

Return

E4KRONOS

| Dane: | webta kronos.com =

2. Click Prem. Pay on the Leav/Prem Request & Donations page.
The Current Premium Pay Requests page opens showing all premium pay requests.

=101.x]

webTA: Current Premium Pay Requests: com.threels.webta P35ZpremPayRequest
Ble Edt ¥ew Go Bookmarks Tooks Heb

Help Logout

Current Premium Pay Requests
[ Istatusl*lRequest Typel*llFrom DatelAllTo Datel*] [Total Hrs!* ]

” Oct 04 2006 Oct 04 2006
p J
Edit | _Del | ending  Holiday Worked (2006-20) | (2006-20) 4:00
5 = Oct 12 2006 Oct 12 2006
|p C :
Edit | Del |Pending Overtime (2006-20) | (2006-20) 3:00
Oct 12 2006 Oct 12 2006
P D ?
Edt | Del |[Pending Overtime (2006-20) | (2006-20) 3:00

New Requast I View History | Calendar View I Relum I

£ 4KRONOS

| ekt bronos.com -

3. On the appropriate premium pay request line, click Del.

webTA removes the request from the request list.

Viewing your premium pay request history

The Premium Pay Request View History page lists all your previously approved premium pay
requests.
To view your premium pay request history:

1. Click Leave/Prem Pay on the Employee Main Menu page.
The Leave/Prem Request & Donations page opens.
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webTA: Leave/Prem Request & Donations: com.threeis.webta.P351leavs : I [}

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Leave/Prem Request & Donations

[EEEM] L eave Requests
[HEUNaI@| Premium Pay Requests

Return

£4KRONOS

Done webta kronos.com

2. Click Prem. Pay.

The Current Premium Pay Requests page opens.

[ b1 Corent e o Requests: ot webto P35 2premPmReaest————— 51
Ele Edt Yew (o [ockmaks Jook Help

Help  Logout

Current Premium Pay Requests

[status! * IRequest Typel* IFrom DatelAllTo Datel*]
Edit | _Dal [Pending Home Leave Earmed il ko T
Edit | Del iPenu,ng Hazard Pay D:?tugg_zg[;gé 0(";‘032_%‘;[;5 4:00

= - - Oct 31 2006 [Oct 31 2008 .
Edit Dl IPanu.ng Compansatory Time Earmed (2006-22) | (2006-22) 8:00

NwReguesll hew History Calenua\fm-l Retum

£ 4KRONOS

3. Click View History on the Current Premium Pay Request page.

The Premium Pay Request View History page opens.

webTA: Premium Pay Request History: com.threeis.webta P354premPayReqHistory
Ele Edt ew G fockmaks Tock el

Help Lagout

Premium Pay Request History

| [status [Request Type|From Date [To Date  [From Payperiod|To PayPeriod|Total Hours

& Approved Overtime Oct 31 2006 Oct 31 2006 2006-22 2006-22 8:00
View | Retum |
£4KRONOS

4. If you want to view detailed information about a request, click to select the request, then click
View.

The Edit/View Premium Request page opens showing your approved premium pay requests.
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|| Ble Edt Wew Favotes Took el

A webTA: Edit, View Premium Pay Request: com.threeis.webta P355prempayReqgEdit - Microsolt Interne

Help Logout

Edit/View Premium Pay Request

Request by: LORI GISH (GISHL)

Request Information
IETTEE TR O w/Night Diff
T RE Il Over 40 O w/Night Diff.
IETT el Ot 27 2008 5:45 PM

Approval Status

Approved by: LORI GISH Oct 27 2008 5:46 PM

Hours Requested RIS

October 2008
| Sun ! Mon ' Tue ' Wed : Thu @ Fri @ Sat
| ; i 1 2 3 'l
H Hee b Hr H
5 6 7 8 9 10 1
Hi Hi Hi Hr Hi Hi Hi
12 13 14 15 16 17 18
Hr Hn & H H Hr H H
Columbus |
‘Day :
2 2 < 24 %
o Hi Hi . Hr Hi Hi
® im im 3
Hi Hi Hr Hi H
Remarks
(200 chars max)
Return

4 KRONOS

Al

=

5. If you want to delete a request, click Return to return to the Current Premium Pay Requests page,

then click Delete next to the request you want to remove.

The request is removed from the list of requests.

About the calendar view

By clicking Calendar View on the Current Leave Requests page, you can seg, in calendar form, leave
or premium pay requests that are either pending or approved. Each date on the calendar shows the

status, your user 1D, and the total time approved or pending for that date.

webTA 3.8 USDA Employee’s Guide 27

©2009 Kronos Incorporated



webTA: Premium Pay Request Calendar Yiew: com.threeis.webta.P353premPayCalvies

=10l I

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Premium Pay Request Calendar View

The calendar below shows only approved and pending premium pay requests, not premium pay that is actually taken.

- November 2006 =
Sun Mon Tue wed Thu Fri Sat
1 2 2 4
5 i} 7 a8 9 10 11
Veterans Day
12 13 14 15 16 17 18
19 20 21 22 23 24 25
Thanksgiving
Day
26 27 28 29 30

A: Approved time, P: Pending time

Return

£4KRONOS

| bane

webta.kronos.com =

A: denotes an approved request. P: denotes a pending request.

Viewing and editing leave donations

Leave donations may be made at any time, if you have sufficient leave available and you have not

exceeded the limitations on donations for your agency.

To make a leave donation:

1. On the Employee Main Menu page, click Leave/Prem Pay.

The Leave/Prem Requests and Donations page opens.

—loix|

Fle Edt Yew Go Bookmarks Tools Help

Help Logout

Leave/Prem Request & Donations

[EEEM| Leave Requests
[RENEEMI Premium Pay Requests

Return

4KRONOS

M|

Done webka.kronos.com ()
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2. Click Donation.

The Leave Donations page opens.

=10lx|

webTA: Leave Donations: com.threeis.webta.P356leaveDonation

fle Edt Wew Go Bookmarks Tools  Help

Help Logout

Leave Donations

Leave Transfer Program Donations

There are currently no leave transfer donations,

Total a
Approved Donations This leave year Last leave year
WYoluntary Program: [EHen] 0:00
Emergency Program: [iHel] 0:00
Mew Donation Return
| bane webta kranos.com (5

3. Click New Donation.
A blank Edit Leave Donation page opens.

W webTA: Edit Leave Danation: com.threeis.webta P35 TeditDonation - Microsolt Internet B =101 x|
Ele Qdt Wew Favortes Took  Help W

Help Logout

Edit Leave Donation

Donor Information

Search

[oonor oo [
N
T [

Account: |08 YFITIRAZ {OCIO Test Accoum]j

Type of Leave: IDDna!ed Annual Leave _:_l

(256 chars max)

[oproves: Lo
Save | Cancel

£ 4KRONOS

b2]

4. Type the leave donation information in the appropriate fields, and select the appropriate options
from the lists.

» The Position, Grade, and Step fields are required for agency reporting purposes.

» If you do not know the specific name of the account, search for it using webTA’s search
function.
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» Specify the account that the donation hours are to be charged to.
Leave type may be Annual Leave or Restored Annual Leave.

webTA does not permit employees to donate more leave than they have available.
5. Check to make sure that you have filled in all the fields on the form.
6. When you are ready to submit your request, click Save.

The status of any donation remains Pending until it is approved by an HR Administrator. Once the
donation is approved, a payroll transaction is created in your T&A report, and the leave is
deducted from your leave balance.

NOTE: Transactions for approved donations do not appear on your time card, but will be reflected
in the Leave Data section of your T&A Summary page.

To view and edit your leave donations:

1. On the Employee Main Menu page, click Leave/Prem Pay.

The Leave/Prem Requests and Donations page opens.

webTA: Leave,/Prem Request & Donations: com.threeis.webta.P351leay v - 1o x|

Fle Edt Wew Go Bookmarks Tools Help

Help Logout

Leave/Prem Request & Donations

[EECH| Leave Requests
[RCuNci@| Premium Pay Requests

Return

i

4 KRONOS

I

Pl

Done webta.lrones.com =

2. Click Donation.

The Leave Donations page opens.

“ webTa: Leave Danations: com.threeés.webta.P3SGleaveDonation - Microsoft Internet Explorer =10 x|
"

Ele Edt Wew Favorkes Took Help | -

Help Logout

Leave Donations

Leave Transfer Program Donations
L |_Account | Hours | Status |Pay Period | Leave Vear |
ﬂl Del|voluntary Bank 1:00 |Pending

Total 1:00

Approved Donations This leave year Last leave year

Voluntary Program: : 0:00
Emergency Program: 0:00

£4KRONOS
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A summary of donations you have made to the voluntary and emergency leave transfer programs
is provided for your information. If you have active donations, they appear on the page.

IMPORTANT! Once a donation is approved, you cannot modify it.
3. If you want to view an already approved donation, click View next to the donation.
-0OR -

If you want to make changes to a donation that has not been already approved, click Edit and
make changes.

The Edit Leave Donation page opens.

webTA: Edit Leave Donation: com.threeis.webta.P357editDonation ] 5‘

Fle Edt View Go Bookmarks Tooks Help

Help Logout

Edit Leave Donation

Donor Information

IHurriEanE Katrina Search I
ISyStems Analyst

(Grace: [

Sor [

| Account: | IRl =
I Donated Annual Leave j

Remarks:

Approved: Pending
Save I Cancel

S4KRONOS

Done webta kronos.com (52

4. Make the appropriate changes, then click Save.

Viewing previously certified T&A summaries

Employees may view their certified time cards, but they may not change them.

To view previously certified T&A summaries:

1. Click Certified T&As on the Employee Main Menu page.
The Certified T&A Summaries page opens.
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webTA: Certified T&A Summaries: com.threeis.webta.P345viewCertified = 2 =10] x|

File Edit Wew Go Bookmarks Tools Help

Help Logout

Certified T&A Summaries

Now viewing from Leave Year 2006, Pay Period 5 to Leave Year 2006, Pay
Period 26.

IEDDE ‘i 5 = IEDDE ‘I 26 =

Update
Christian Yungk (CLY2)

- Pay Period|Date Range Cert By|Cert Date |[Cert Type

& 18 - 2006 Sep 03 - Sep 16 ADMIN Oct 04 2006 WEBTA-GZ

iew Certified Summary | Return I

£4KRONOS

‘ Done #

Your certified time cards are sorted by pay period and leave year, with the most recent records at
the top of the form.

2. Click to select the summary you want to view, then click View Certified Summary.
The T&A summary page for the selected pay period opens.
At the bottom of the page is the status history.

Certification Date : Oct [

The complete T&A status history is displayed below; it may contain events that happened since the certification shown sbove teok place.

Status History

Timestamp Status Hame Message
©ct09 2006 03:49 FM[Built SYSTEM Built in Build 1D 21,
===:[Cct 04 2006 12:10 PM|Sup Certified [Ad rator, The [ADMIN)]

©ct04 2006 12:09 PM[Employee Attested [Vungk, Christian (CLY2)
©ct04 2006 12:09 PM[Employee Validated [Vungk, Christian (CLY2)
©ct 04 2006 10:49 AM|Pay period set Administrator, The (ADMIN)[Pay period changed from 17 to 18,
©ct04 2006 10:48 AM|Pay period set Administrator, The (ADMIN)[Pay period changed from 20 to 17,
Cct04 2006 10:09 AM|Mew Record Created|Administrator, The (ADMIN)|Created new record for pay period 20,

Dane

a2l

Generating a Leave Audit report

The Leave Audit Report is used to reconcile your historical leave records. The report contains a line
for each pay period for which you have certified records in the system.

To generate a Leave Audit report:

3. On the Employee Main Menu page, click Reports.
The Employee Reports Menu page opens.
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=10l

webTA: Employee Reports Menu: com.threeis.webta,P395mnuReport "

File Edit Miew Go Bookmarks Tools Help

Help Logout

Employee Reports Menu

[EECRLIEN L eave Audit Report
Return

4 KRONOS

Al

webta.kronos.com (%)~

| Done

4. Click Leave Audit.
The Leave Audit Report opens.

=10 %]

webTa: Leave Audit Report: com.threeis.webta.P327leave AuditReport

Ele Edit Wew Go Bookmarks Toolks  Help

Help Logout

Leave Audit Report

From To
Pay Period Range l__lz'ma = l__l1 = l__IZDDE = I—M =
Leove 1vpe |G 3
Update

Leave Audit {(Annual) For Christian Yungk (CLY2)

Pay Period I\'Ia_nual Forward |Accrued |Available |Used |Balance |Max. Available
Adjustment
0:00 4:00 4:00

18 - 2006 4:.00 000 36:00

Diownload Return

£4KRONOS

| Dane

5. If you want to change the report parameters, select a new date range by selecting beginning and
ending dates from the From and To lists, select a different leave type from the Leave Type list,

and then click Update.
The Leave Audit report changes to reflect your choices.
6. If you want to save the Leave Audit Report results, click Download.

Depending on how your browser is set up, webTA either displays the .PDF document in a new
browser window from which you can save the file, or a dialog box opens giving you the options of

saving or opening the file.
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Sending a task to your timekeeper

Tasks are sent to timekeepers when you need your timekeeper to update information that you do not
have access to.

To send a task:

1. Click Send Task on the Employee Main Menu page.
The Task Timekeeper page opens.

webTA: Untitled: com.threeis.webta.P370sendTask 1 -0 ﬂ

Fle Edt Yiew Go Bookmarks Tools Help

Help Logout

Task Timekeeper

Please enter a tasking message
to send to your timekeeper.

(1000 chars max)

Send Task Cancel

£4KRONOS

| Dane: | webta kronos.com =

2. Type your message in the text box, then click Send Task.

Your message is sent as a task to your timekeeper.

Working with accounts

Accounts functions are accessed from the Account Tables page that opens when you click Accounts
on the Employee Main Menu page.
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/= webTA: Account Tables: com.threeis,webta.P380acctTable - Windows Internet Explorer =10l x|
LB R Hew | Fivorkes ™ Toob) Lk
- |
Help Logout
Account Tables
Your Accounts
|__Account | Description |
Del] 1111112222222[Account One Save Description
Del] 2222223333333 [Account Two Save Description
Del 3333334444444 Account Three Save Descnption
Del|4444445555555|Account Four Save Description
Del] 5555556666666Account Five __ Sawe Description |
Get Account | Retum
£4KRONOS
=l

In the example above, the employee already has accounts to charge to. However, if the employee has
not yet added accounts to his or her list, the Your Accounts section will be empty.

After adding an account, you or your timekeeper can modify the account description. If you don’t add
an account description, your timekeeper’s description will appear.

IMPORTANT! Check with your timekeeper for policies related to changing account descriptions. If
you add or change an account description, your timekeeper’s description will also change.

To add an account for your use:

1. Click Get Account.
The Search for Account page opens.

/2 webTA: Search for Account: com.threeis.webta.P960searchAccount - osoft Int;
|| Be Edt vew Favorkes Tools Help | &

Help Logout

Search for Account

Limit your search by entering the parts of account that you know.
See Online Help for more information.

Search for accounts for OCIO
Account Information

=
(o [
or —
] L"l = ,—

[oescription |
Find Account | Retuml

i

4 KRONOS

)|

E

2. Type any information that you know about the account in the text boxes, then click Find Account.

NOTE: Leaving all the search criteria boxes empty will return the full list of accounts available to
you.
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3. The Browse for Account page opens listing all the accounts available to you that meet the search
criteria you entered.

Fle Edt iew Fgeorkes Took el

Browse for Account

[ | Accoum | oescipion
Add| 1111112222222 |twehe

Add| 2222223333333 |twenty-three
Add| 3333334444444 [iny-four
Add| 4444445555555 foryre
Add| 5555556666666 [irysx

Return

£4KRONOS

NOTE: Leaving all the boxes blank returns all of the accounts available to you.
4. Click Add for each account you want to add to your personal account list.
5. When you are finished adding accounts, click Return.

webTA returns you to the Accounts Tables page. The accounts you added appear in the Your
Accounts section.

To change an account description:

IMPORTANT! Check with your timekeeper for policies related to changing account descriptions. If
you add or change an account description, your timekeeper’s description will also change.
1. Click Accounts on the Employee Main Menu page.

The Accounts Tables page opens.

2. Type your descriptions in the Description box for each account whose descriptions you want to
change, then click Save Description for each new description.

NOTE: If you remove all text from a Description box, the original timekeeper’s description for
that account will be shown.

3. When you are finished entering and saving descriptions, click Return.

To delete an account from your accounts list:

1. Click Accounts on the Employee Main Menu page.
The Accounts Tables page opens.
2. Click Del next to each account that you want to remove, then click Return.

NOTE: Deleting an account from your Accounts Tables page does not remove it from the webTA
system. However, it will no longer be available to you for editing.
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